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DI SPOSI T1 ON PROCEDURES

A, General. The OSD Records Managenment Programis designed
to preserve records of continuing value, systematically elimnate
all other records; and renove |ess active current records from
office space to | ower cost storage space (see Figure 6-1) . This
ensures preservation of permanent records, and reduces the cost
and effort of recordkeeping. To achieve these objectives,
standard procedures have been established for the disposition of
all OSD records.

B. Source of Retention Periods, Retention periods for
categories of OSD files are published in the disposition
instructions in enclosure 4. Retention periods cited therein
have been established in accordance wth records nmanagenent
regul ations approved by the Archivist of the United States either
upon specific application (see SF 115, Fig. 6-2) or through the
General Records Schedules. Recommendations for changes to
retention periods and disposition procedures shall be submtted
to the OSD Records Adm nistrator for approval.

C. Changes t0 Retention Periods. Retention periods are
changed as a result of-the continuing evaluation of files and
changes in statutory, legal, financial, and admnistrative
requirements. Changes are agpl|ed I n accordance wth the general
rules in subsection C.1 and 2., below.

1. Increased Retention Period. |f the change increases
the retention period, the new retention period shall be applied .
to all categories of files concerned, regardl ess of where they
are maintained or when the% were created. Those inactive and
cutoff files affected by the change shall be brought under the
new retention period.

2. Reduced Retention Period. |f the change reduces the
retention period, such period shall be applied retroactively,
unless it is inpractical or uneconomcal. For exanple, if the

new retention period can be applied to inactive files only by
screening files and marking folders on an individual basis, It
woul d normal |y be nore economcal to retain the files for the
| onger period than to attenpt to apply the change.

_ D. Disposition Instruction. The disposition instructions
In enclosure 4 provide the overall retention period for the files
I nvol ved (for exanple, destroy after 2 years, destroy after 10
years, retire 3 years after cutoff). The disposal period begins
at the date the file is cut off, unless otherw se indicated. = The
periods or retention normally shall be acconplished as shown in
subsection D. 1. through 4., below. Exanples of specific
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I nstructions containing exceptions to the general time periods

and events are: “Destroy when registrant becones 36 years of

aﬁe; w t hdraw and destroy on departure of the individual; destroy
en superseded; destroy after next survey." Following are

exanpl es of how disposition instructions are to read on file

| abel s maintained on a cal endar basis:

1 Files with |-Month Retention. Files having a
retention period of 1 nonth or 30 days shall be cut off at the
end of the nonth, held 1 nonth in current files area, and then

destroyed. Exanple: COFF April 30, 1982, pest, June 1982.

2. Files wth 3-Mnth Retention. Fjles having a
retention period of 3 nonths or 90 days shal | be cut o?f at the
end of each quarter, held 3 nmonths in the current files area and
then destroyed. Exanple: coFF June 30, 1983, DEST oct 1983.

3. Files with I-Year Retention. Files having a
retention period of 1 year shall be cut off at the end of the
cal endar or fiscal year held in the current files area, and then

destroyed. Exanpl e:

Cal endar year file: COFF Dec 31, 1985, DEST Jan 1987
Fiscal year file: corr Sept 30, 1983, DEST Ot 1984

4 Files of 2-to 10-Year Retention. Fi#FS haang
retention period of 2 to 10 years shall be cut off at the end of
the cal endar or fiscal year; held 1 year after cutoff in the
current files area; and destroyed or retired as provided by the
schedul es in enclosure 4.

E. Disposition Procedures. (OSD conponents shall:

1. Retire records designated for annual retirenent on a
cal endar or fiscal year basis to the appropriate Federal Records
Center. Mark these files as follows:

a. Calendar year file - corr Dec 31, 1980, Transfer to
t he wNre Jan 1981, DEST Jan 1982.

b. Fiscal year file - corr Sep 30, 1981, Transfer WNRC
Gt 1982, DEST Ot 1983.

2. Wthdraw fromthe active file and destroy docunents
that are di sposable upon an event or action and are superseded or
obsol ete.  Exanpl es:

a. Destroy on supersession or obsol escence.
b. Destroy on conpletion of posting to the proper

form .
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3 Termnate files that are disposable after a specific
retention period followng an event or an action, such as audit,
final paynment, or conpletion of a project, on the occurrence of
the event or acconplishment of the action. Termnate such files
by wthdrawm ng themfromthe active file and placing themin an
Inactive file, or in the case of large volunes, sinply by
di scontinuing further fingWthin the files. Cutoff inactive or
termnated files and effect disposition in the sane manner as for
other files with the same retention period.

| 4. Unl ess otherwise specified in the disposition
Instructions, cutoff permanent files at the end of the cal endar
or fiscal year. start new f elders for the new year, and place
the old folder in the rear of the file drawer.

F. Retirenment of dassified Files. Wen TOP SECRET files
becone eligible for retirement, the OSD Conponents shall:

_ 1. CONFI DENTI AL and SECRET Files. observe security”
requi rements of DoD 5200. 1-R (reference (h) ) when retiring
CONFI DENTI AL and SECRET files to the wNrc. Packaging and
shipping instructions for classified files are contarned in
enclosure 8 of this Instruction.

2. TOP SECRET Fil es.

a. Take necessary action to ensure that all TOP SECRET
docunents eligible for retirement are reviewed for regrading or
decl assification as required by para%raphs 3 and 4 of Section 4,
Chapter |I1, DoD 5200. 1-R (reference (h) ) .

b, Retire TOP SECRET docunents eligible for retirenent
as specified in enclosure 4 and transfer themto the wWNRC under a
separate accession nunber. Ensure that TOP SECRET docunments are
not included in accessions that are retired under an accession
nunber identified as SECRET or below, to do so constitutes a
security violation since special storage arrangenents are made at
the WANRC for TOP SECRET docunents.

c. Coss-reference regraded or declassified TOP SECRET
docunments that formed a part of the files that have already been
ret ired and sent to the Records Center. Make an entry on the SF
135 transmtting the documents to retirement. On the Records
Transmttal and Recei pt formshow the designation of the
organi zation and admnistrative subdivision, the file nunmber and
title of the file, and the accession shipment nunber ass igned by
the OSD Records Administrator.
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~d. Staffs of organizations slated for discontinuance
shall, prior to discontinuance, review all TOP SECRET documents
fﬁr downgradi ng or declassification before shipping records to
t he wnrc.

3. Since the WNRC is not cleared to provide storage for
classified Sensitive Intelligence (S1) documents, such docunents
must be retained in the office of record or returned to the
originating office.

G Transfer of Files, The transfer of the files from one
organi zation to another Is permtted only when a transfer of
functions from one Conponent to another requires the transfer of
the files. The order directing the transfer of functions shall
provide for the transfer of files. Records transmttal

rocedures .as outlined I N enclosure 8 to this Instruction shall
e acconplished to docunment properly the files transfer.

H Transfer to O her Governnent Agencies

_ 1. Transfer to National Archives. The policy of the OSD

Is to transfer all permanent files to the WNRC at periodic
Intervals so that they may be incorporated into the pernmanent
archives of the Government of the United States. Arrangenent for
the transfer of the files and the establishment of policies for
their use are the responsibility of the OSD Records _

“Adm nistrator. This 1s acconplished using SF 258 {see Fig. 6-3)

2. Transfer to O her Agencies.

a. NARA regulations prohibit the transfer of files
from one Government Agency to another w thout prior approval of
the Archivist of the United States, except when:

(1) Records are retired to a NARA records center.

(2) The transfer of records or functions or both is
required Dy-statute, Executive order, Presidential reorganization
plan, or by specific determnation made thereunder.

b. Authority to transfer OSD records to another
Governnment Agency nust be obtained fromthe OSD Records
Adm nistrator. Recommendations for transfer submitted for the
OSD Records Admnistrator shall include a concise description of
the files to be transferred; an estimate of the volune in |inear
feet; nane and location of the agency to which the files are to
be transferred; and the reasons for the transfer.
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|, NATO Docunents

. 1. Al No. 27 (reference (0)) contains control .
Instructions for NATO docunents and refers to applicable disposal
authorities. NATO docunments classified SECRET and bel ow may be
mai ntained wth other OSD records when it is determned that they
forman integral part of a file of classified records of

per manent val ue.

2.  Control and Disposal Procedures.

a. Cassified document receipts, destruction
certif jcates, and registers relating to NATO COSM C, TOP SECRET,
and SECRET docunents that reflect the final disposition of
docunments in a subregistry shall be disposed of in accordance
wth (Al 27, (reference (0) )

b. Docunent receipts, destruct ion certificates, and
other control files relating to NATO or docunents having a | ower
security classification than those indicated above shall be
di sposed of in accordance wth enclosure 4.

J. Disposition of Files and changes of St at us.

1. Transfer of Functions. Wen a function is
transferred from one OSD organization to another, the current
files relating to the transferred function shall be transferred
to the gaining organization, where they are maintained as a
separate entity to preserve their admnistrative origin.
Inact|ve_ﬁcuto f ) files shall be transferred to the WNRC. A |j st
of the files transferred to the gaining organization, and a copy
of the SF 135 listing inactive files transterred to the WNRC
shal|l be furnished to the Records Manager of the gaining
or gani zati on.

_ 2. Redesignation or Reorganization. On redesignation
w t hout transfer of function, files shall be continued and cut
off in the sanme manner as though no change had occurred.

, 3. Discontinuance of an OSD Component. On
di scontinuance w thout transfer of functions, files not
authori zed for immediate disposal shall be retired to the

desi gnated records center. These procedures are equally
applicable to any specially organized el ement such as a” board,
conmttee, council, or comm ssion.

K. Disposition Standards. The OSD Records Adm nistrator.
shal| review recommendations for new or revised files disposition

procedures or standards, and make recommendations for final
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approval to the NARA

L. The Records Managers for OSD components shall:

1. Recommend to the OSD Records Adm nistrator when
necessary nodification of disposition procedures or schedules in
enclosure 4 explaining in detail why they should be changed.

2. Follow the format and witing style used in the
descriptions and disposition instructions, In presentlnﬁ
reconmmendat i ons relatln% to unidentified files, since the
proposed standards may have OSD-w de application.

3. Recommend to the OSD Records Adm nistrator
establ i shnment of disposition standards for files for which no
I nstructions are provided. Include the follow ng informtion:

a. Recommended series and/or file title.

b. A conplete description of the file, including types
of docunents included therein.

c. Explain what the series docunments: \Who, where,
mheg, why, and how an agency operates or what the agency does or
produces.

_ d. Explain who creates the information used in the
‘series, Who receives the information, who uses it.

e. Explain what information is recorded in the series.

| f. Is the series subject to legal, fiscal, or other
requirements? Explain.

| 9" Identif% what retention period is required to
satisfy your current business needs:

(1) Retain in the office for 1, 2, or 3 years and
destroy.

(2) Retain as above and further tenporary storage at
the WNRC for 1, 2, 3, 5, or 7 years.

(3) Retain for the years specified above, then
permanent retention at the NARA

h. Explain the foll ow ng:
(1) Physical form paper, mcrofilm other.

~ (2) Arrangenent: nunerical, chronological, _
geographical, "organizational, alphabetical, subject, functional.
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(3) Volunme to date in cubic feet.

(4) Dates the files cover.

(5 ) Annual expected accunmulation, in cubic feet.
(6) Location of the records.

4 Conplete SD Form 112 (obtain copies at the OSD
Publ i cations Counter, Room 3B960 ) .

5. The OSD Records Adm nistrator shall obtain Nara
approval to make the proposed change.
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Records Housed m Office Facilities
(Average Ammual COST Per cubiC Foot)

168 cu. ft. of records occupy
168 sq. ft. of agency space

Space and Maintenan - . . ... . §22. 04
*Filing EQUI pnent .. . . L i

Total Cost- - == ... . . . . . 52057
*Amortized in 40 years
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Records Housed m Storage Facilities
(Average Anmual Cost PEr Cubic Foot)

168 cu. ft. of records occupy
30 sq. ft. of center space

Space and Maintenance. . . ..$1.45
- - SAVES
o Eling Equipment . . . ... ... ... 4 $20.98
Total Cost........... . §1.59

*Amaortired in 40 years

Fy 1993

Figure 7T-1

How Centers Save Mney onspaceand Equi pment
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LEAVE BLANK (NARA us. onty)
JOB-NUMBER

-330 - 93~/

DATE RECEIVED
/0 - a'3 - ?;\

NOTIFICATION TO AGENCY

REQUEST FOR RECORDS DISPOSITION AUTHORITY.

(See Instructions on reverse)

O NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

T. FROM (Agency or estabitshment)
Department of Def ense
L MAJOR SUBDIVIS1ON

Office of t he Seeretary of Defense
3. MINOR SUBDIVISION

WHS, Records Management Di vi Sion -
. NAME OF PERSON WITH WHOM TO CONFER | 5. TELEPHONE

703-695- 0970

In e ccordance with the provisions of U
U.S,C. 3303a the disposition request.

incfuding atu ndments, is a
for items that may be mrkw‘glponumﬁ

not approved” or “withdrawn” in column 10.

ARCHIVIST OF THE UNITED STATES

J.

Eakins Bromigde

5. AGENCY CERTIFICATION . . . . o _
hereby certify that | am fauthonzed to acf for this eacy in nat(ers pertaining £ 0 the di sposmon} of its records

d that the recorras"iapoged O dispsal ON {he attached” page(s) are not now needed for the busies
this dJ€NCY ¢ will not be needed after the retenﬁor‘;;)erioﬁﬂfﬁiﬁ »3nd that written concurren_ 1cefrom
}_\he Genéral “Account i mg Qe cundhwiethé ercprovisions of Titlee € vall fioyt GGuidancee0df Fedex- d

gencl es,
_ is not required; [:. is attached; or E:. has been requested.
|ATE SIGNLTURE pE AGENCY REPRESENTATIVE [ TITLE
2 / V‘W o

16 ~an~4 ed Kaiserkins Records Adnini strator
= 7. i a. &ns OR 10 ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)

OFFI CE OF THE SECRETARY OF DEFENSE NCI-330-TT-1209

103 common Flights of Fancy Files. These are general
policy and admnistrative files relating directly to
the mssion of an OSD functional element which are
distinct fromoffice administrative and management
files.

1. [ 103-01 Policy Files. Documents concerning the general
policy of the OSDas related to any conponent’s
m ssi on.

Distribution: Permsnent. Cut OFf and retire to WNRC
when superseded or obsolete; transfer to NARA when 30
years ol d.

2. | 103-02 I nstruction Files. Documents related to
preparing, coordinating, issuing, and interpreting
directives, regulatory instructions, and comparable
instructional material.. These files accumlate atan
unreasonable rate in offices responsible for
preparation and interpretation of instructions and

I ncl ude

(continued)

1 1s-109 NSN 7540-00-6834-4064 STANDARD FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE Pre:scrigcsdc N;\zf;g

Figure 7.5

standardForm 115 (SF 115 .
"Request For Recordsb SpOSI(t | ON A\Uf hority”
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REQUEST TO TRANSFER, APPROVAL, AND — L EAVE BLANK RG

UNIT DATE RECEIVED UNIT DATE RECEIVED
RECEIPT OF RECORDS TO NATIONAL ARCHIVES
OF THE UNITED STATES 1 ]
(See Instructio:ns on reverse)
l
1. TYPE OF ACTION 2.TO 3 UNIT THAT CREATED THE RECORDS
A 8FFER%:. A RECORDS DISPOSITION DIVISION A. AGENCY OR '-’-5""‘9‘-‘5";‘5"7
. NSCH MAILIN : Depart nent of Defense
1 g*E-ggRDS GENER , Of(\)l%MINISTRATION INCD) eSO
S. NATIONAL ARCHIVES AsD CAL
M&NNE 2882 : C. MINOR SUBDIVISION
B TRANSFER [] GENERAL SERVICES ADMINISTRATION(NNB) | Mutual Supportability Division
ggHEDULEC nggu:gﬁ%%?ﬁ\é?m O. NAME OF UNIT
A IVES AND RECORD CENTER '
RECORDS GENERAL SERVICES ADMINISTRATION Conundr um Resol uti on Branch
NAME SON  TH WHO ABOU ELEP
.1'H£ ECOnR lude area cods)
Boykin Wh elwright 3-6 6-6666
” : iy ERNSEgTEED
4 CURRENT X15%E%:%s:.”wsshinaon., DC 20330-1155 LAae
RECORDS T B. FEDERAL RECORDS CENTER (Identify center and FRC accession 20- d ¢ |1S™ loeation)
ASAP

S. RECORDS DATA

A. DESCRIPTION OF RECORDS (Give overall titlesf records, individual documaents, dates, and attaeh Standard Form 136. if records are now in FRC.
Continus on eparate sheet of Paper, if necsssary.

[Jsr1as atracsen  FY 1929-1989 Physical Duodeci mal I nformation Syst em (NI-330-29-1)
3} SEPARATE SHEETIS) Documentation
ATTACHED

€. ARE RECORDS SUBJECT TO PRIVACY ACT? yes, | 0. SPECIFAC RESTRICTIONS TO 8. 1| MPOSED {_Inciud’ justification and
S. ES.T' VOLUME cite agency systern number and F.R, volume amu (grc and cite gegrute or FOJI exemption that authorizes such restrictions)
cu. ft. CU. mtr. number for most recent notice and.attocs « copy

3 reels DWHS 3LL99TE1T3456WIB

E. RECORDS CONTROL SCHEDULE/ITEM NO. OR F. AGENCY REMARKS:
APPRAISAL JOS NQ,

NI-330-29-1 . Return tapes to originator

6. STATEMENT OF AGENCY REPRESENTATIVE

The records described above and on the attached pages are hersby offered for deposit with the National Archives of the United States in accordance with
44 U.S.C. 2103, it is agreed that these records will be administersd In accordance with the provisions of 44 US.C. Chapter 21, 41 C.F.R. 101-11.411, 41 C.F.R.
105-61, and such other rules or regulations is may be prescribed by the Administrator of General Services or the Archivist of the United States. Unless specified
and justified above, there are no restrictions on the use of thase records other than the general and spacific racord group restrictions on the use of records in the
Nationa) Archives of the Unitad States that have been published in 41 C.F.R. 105-61.53 or In the Guide to the MNatlonal Archives of the United States. The Ar-
o DrCeISea THALSAL O Giher NONSCard ACAFLL 1y Amy AT SUIToriLed By T o FOSUIBLION without Turthes SO of th1 doency. ' cartity that amy 1
or processed material, or other nonrecord matesr n any manner a or y law or regquiatio g

strictions soecifed by this agency on the uss of these records are in contormancs with the requirements of 5 US.C. 552 and that | am authorized by the head of
this acency to act for the agency on MaKiers pEFtaining to 176 J'iSposi Tioh of AgeNcY records.

Y 8. TITLE ) C. MAILING AOO RESE . DATE
E&Q 0SD Records Washington HQ Services °
A !m, ( ' Administrator | Washington, DC 20301-12.55 f Aug. 26, 19¢
7. ACTION TAKEN BY RETIONAL ARCHIVES AND RECORDS SERVICE, GENERAL SERVICES ADMINISTRATION
A. ACTION B NARS CONCURRENCES C. FOR NARSUSE
INTITIALS UN T | DATE INSTIALS UNIT | DATS
DARPHOVED

|:| DISAPPROVED

O. NARS REMARKS REGARDING DISFOSITION/SHIPPING

E. SIGNATURE OF MARS AUTHORIZED REPRESENTATIVE F. TITLE G. DATE
A. DATE B. SIGNATURE C. .t LE

8 RECCRDS

RECE!VED NARS P>

D EPOSITORY ‘

STANDARD FORM 254 [REV. 10-781
:38-102 Areszridbas sv 3SA. FPMR (41 SFRY 101-11.511
. .,
Flgure 1’ -3

Standard Form 258 (SF 258) ,
wRequest to Transfer, Approval, and Receipt of
Records to National Archives of the U S *
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